
INSTRUCTIONS FOR COMPLETING FORMS FOR CONTRACTOR EMPLOYEES 
 
1.  These instructions apply to the following forms: 
 
 SF-85P, Questionnaire for Public Trust Positions 
 SF-86A, Continuation Sheet for Questionnaires  
 FD-258, Fingerprint Card  
 
SF-85P  Questionnaire for Public Trust Positions and SF-86A  Continuation Sheet 
 
 Additional documentation pertaining to issues regarding investigation information 
(such as explanation(s) to questions on the SF-85P that would not fit in the space provided 
on the forms) can be provided on blank paper (with name and Social Security Number on 
each sheet), if the SF-86A is not available.  Also, the applicant may submit any other type 
of documentation (including court records, if necessary) to explain or amplify answers to 
any question on any form. 
 
 Detailed instructions for completing the SF-85P are located on the front page of 
the form, however, take especial note of the following: 
 
  - Answer all questions completely on the form unless a “No” response is 
appropriate. 
 
  - Account for all periods of time under the questions of Employment and 
Residences.   Leave no time-gaps in the information you provide. 
 
  - Give complete addresses, names, and dates. 
 
  - Sign and date pages 7, 8, and the last page of the form. 
 
 
Form FD-258, Fingerprint Form: 
 
 Fill out the form as completely as possible.  Enter your residence with complete 
address, company name and complete address, and sign the form.  Make sure you fill out the 
top part of the form with your Last Name, First Name, and Full Middle Name.  Make sure 
you enter your social security number, etc.   Enter your Sex, Race, Height, Weight, Color-
Eyes, Color-Hair, Place of Birth (City and State), and Date of Birth.   
 
2.   Do not fax these forms, due to Privacy Act requirements.  We will not accept partial or 
incomplete security investigation application packages.  The contractor will be notified 
regarding any partial or incomplete application packages we receive.  If the application 
package is complete, the forms will remain with the Government.  
 
 


